May 1, 1997

5.0 Workflow Icon

Step 1:
From the JCALS Session Manager
Single-Click on the

JCALS Workflow Manager Icon.

¢ JCALS Session Manager
File Yiew Tools Help

Date / Time Type Message

| | i

Far Help, press F1 \CONNECTEL|

Continue on next Page b
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5.0 Workflow - Create a Template

Step 1:

This will be the first screen
which appears

after opening the

JCALS Workflow Manager Icon.
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Step 2:

Single-Click on the desired
Template Toaols,

to begin creating

a new Job Template.

Drag the items into the window

to create a new Template.

< Rt "

IWMH@OEIJ
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‘. Workflow - [Job:  Untitled]
File Edit “iew Qp'ti'ons Window Help

=] B3

D[E| &[5 v|e|s] S/%|

N-Ote: _ Job Description: G I Statis: ||N'Q|:T|\,I'E
grl:ligle-C“Ck d Parent Job: I— Start; Im
Drag Parent Task: I Due: |24 Mar 1337
to window . .. j Fesponsible: IGreg Tomezyk Completed:l
NORMAL CURSOR . .| I |§ .
TASK . . » O :I
DECISION . . e &
= Mo
MILESTONE . . > |:|
Oh Decision i Milestone Stop
CONNECT TOOL . .| I _
ERASE TOOL . .| ' _Ij
3
Ready I_’—I— A

Continue on next Page
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5.0 Workflow - Create a Template

Step 3:
Double-Click on a task,

this will open the Define Task window

shown in the next step . . .

Step 4:
This is the “Define Task” screen.

Flak aes Task, When gL L A gres Compleie

3
fi
W aran=t strdad Mk =i

=pr - :.
Rt

Continue on next Page b

for instructions on using the
Define Task window:
Personnel assignment,
Setting Task duration,
Inputting Due Dates,

etc. . .
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5.0 Workflow -Create a Template

Define Task

Step 5:
Single-Click on a Task Type scroll bar,

Task Type: IHeIease Task When ALL Assignee Complete j

this will open drop-down choices. o i
Release Task When ALL Assignee Complete, "5 [Relesse Task When ANY Assignee Complte
Release Task When ANY Assignee Complete, or Duration: |A“t°mat'°a|||m'.h§'te Aesiped Tetplate,
Automatically Initiate Assigned Template. Piiiy |HDUTINE j

Choose the appropriate Task Type .

Aszign To; |Manager Standard Mizsile

[ Define Task

Step 6: Task Type: IHeIeaseTask wihen ALL Azsighee Complate j
In the Title window,

type in a one or two word e R

description of the action to Duaion [0 [Days 7|

occur in this step. Prigity:  |ROLTINE R
(Review, Comment, Edit, etc.) dgsign To: [ Manager Standard Missile

This title will appear in the task
on the template.

Make it brief !

Tazk Type: IFleIease Task When ALL Assignee Complete j

Title: [Freview
Step 7: Dugten: 5 foars =]
Single-Click on the Duration & 0UTINE
drop-down menu arrow, AssignTe:  [Manager SIMONTHS
this will open drop-down choices. 1

Days, Weeks, or Months . . .
and then enter the appropriate number.

Define Task

Task Type: IHeIease Task When ALL Assignee Complate j
Tile: IHeview
Step 8: Duratior: |5 IDAYS j
Single-Click on the Priority Bl ROUTINE =]
drop-down menu arrow, / AssignTo:  |EMERGENCY |
this will open drop-down choices. y ”HGE“T
Emergency, Urgent, or Routine . . .

normally “Routine” is selected.

Continue on next Page b

for instruction on assigning a task to
particular personnel.

JCALS PC Client 2 User Guide
Page 5-4



May 1, 1997

5.0 Workflow - Create a Template

Step 9:

Before assigning this task to an individual,
describe specificially, in the Description window,\
what this person needs to do with the documents

in the associated Workfolder . . .

assign this task to particular person . . .
to open the personnel choosing window,

then,

\

Tath Tane [Robosos Tch When 1 ssgrue Conglels %] Sk ?E iE

e s PRTE
LT TR T | ol
Pk [PUTIE ®

Atan T |um Camded hicla
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Eﬁ'
.
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[

Single-Click on the following icon
Allow approx. 20 to 30 seconds

for this next window to appear . . .

Step 10:
Place the cursor in the
Last Name window . . .
type in the person’s name,

( must be spelled correctly )
then Single-Click
on the Apply Button.

Note:

If you do not know the exact
spelling of the person”s name . . .
You should type in the first few
letter of the person’s last name,
followed by the percent sign ( % ),
then,

Single-Click on the Apply Button.

Choosze Perzonnel and Boles

Step 11:

When the person’s name appears
in the Description window,
hi-light the name . . .

then Single-Click

on the Add Button.

Step 12:
Single-Click the OK Button,

When the Define Task screen
appears. . .

Single-Click the OK Button
which will bring you back to the
Workflow screen.

—Search Criteria
[[iate Susten IJC!—\LS j
Service / Agency: INa\r_l,l j
Org. Identifier: INSWE PHD
— :
Org, . 00 W aval Suface Wwarfare Center - PHD Mamt/Admin
Apply | Clear |
~Results
55, 00 Maval Surface Warfare Center - PHD Mar | Description ﬂ
d Snavely Mike D (mdsnavel]
 Snow Todd L [Hanow]
h Soliz Angie M [azoliz]
d Solorzano Frank B (frsolorz) =l
& Southwick Tam J [Hzouthw]
4 Spurgeon Bill (bspurgen)
b Standard Missile Manager [smmar i
1] | e »
Wiew fdd | DEelete
4" Selected
Dezoription
i Standard Missile Manager [smmai]
0k, | Customize | Cancel Help

¥

Continue on next Page =]
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5.0 Workflow - Create a Template

Step 13:
Always check
“Template Validation Flow”.

Single-Click on Options in the menu bar

and choose Validate Flow,

May 1, 1997

Step 14:
If the Workflow template
is done correctly,

then this window will appear
and state that “No Errors Found”.

Click OK to continue.

| " e DME‘rW“'*— i I
1 e Sal b Priviega:_. i._ I
s e |
-lulmt. rﬁen:it e |
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0 S ;sru,__,-{
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5 d—llﬁﬁv{ \\J—ffb/;lm_;_'n’il

N

Workflow Application [ES

Mo Erars Found.

Step 15:
If the Workflow template
has flow errors,

then this window will appear

itemizing each error and
suggesting the fix in the
Description window.

Click Update to continue.

oK |
~\ 1 Validate

Rk D | Task Name | Task Type | Error Type | Description
jlestone  Milestone  Waming Milestane has no Due Date assigned.

e

\ Update | Cloze | Help |

Step 16:

To save the new template . . .

in the menu bar,

Single-Click
File
Save As,
Template.

LI’: Yew Dofons  Windos Hep

Ej"-;'ii'i'i" w2
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5.0 Workflow - Create a Template

Sample_ecp_template
TMDER_TEST
TMOR_Finalization
TMOR_FReview
blf_ta_thaanum
cze_logisticss

Step 17: daves_test
When the “Save As Template” demo

window appears, demo-2

type the name of the new template icpdema_3_25_37
in the New window. et T
Single-Click OK when finished. =k

Mew_Template_Mame

Step 18:

After the template is saved,
you will be in the
Workflow window.

In the menu bar . . .
Single-Click

File,

Exit,
to get back to the
JCALS Session Manager.
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5.0 Workflow - Get an Existing a Template

Step 1:

Single-Click on File in the menu bar and Choose Open, then Template.

-:-'workflow - [Job: Untitled]

=W Edit Yiew Options “Window Help

Hew bl v lmlom| (a2
Jioh. .
Save Template. ..

5 Status: IMACTIVE
Save Az p/ Archive... ﬁ Wharkfalder: I atus I
DiataFile... Parert Job: | Start: |15 Mar 1997
Delete /
; /7 Parert T ask: I Dhue; I—
Erint...

Print Preigw ;I Responzible; IGreg Tomczyk Completed:
Frint Setup...

I |E

= ﬂ
)

Choose a Template

Template I Org. Identifier I Sit *I
Proofn_Werfication_Set_POl_Dat...  MSWC PHD ME
Pumplnztall_ MSWC PHD M=
Recommended_Chanage MSWE PHD ME
Recommended_Change_Old HSWE PHD ME
Rietum_Disapproved_TB_SH NSWCPHD NS Choase ig
Review Changes_Revizionz_PS MSWC PHD M=
Review_POI_PS MW PHD NE.;_I Beset
il s swbd-review-practice MSWE PHD b —
mple_ecp_template MHSWE PHD e
/ TMDER_TEST MESWC PHD ME
| | 3
/ 1] | Lancel | Help
I/
Step 2:

Single-Click on desired_Template, and choose OK.
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5.0 Workflow - Save a Template as a Job

Step 1:

Single-Click on FEile in the menu bar and Choose Save as, then Job.

-+« Workflow - [Template: nm_ecp_template]
Edt View Options Window Help

Note:

The “Start Date”
associated with a
newly saved Job
does not default
to the current date
if you had used a

previously created
Template.

Remember. . .

You must re-define
the Job’s “Start Date”
by

Double-Clicking on
the Start Milestone
and entering the Date
you want the Job to
begin.

Lo B v|o|o| S
Bl v[e]e] sk
2ave Hnn‘j b _I ‘i orkfolder: I Status: ITEMPL
Job... m
: : 05 Feb 1397
Delete i:acr}nﬂzte... Parent Job: I Start: I
= Parent T k:l Ciuer ID?F b 1997
DataFik.. arent Tas g =
;I Rezponzible: INc-rman Mikalac Completed:l
Review —
and
Comment
auien Renwigum
Start Co:'nl:ent Complete
R
and
Comment
« | _>I_I
e
Save As Job | x|

— Specify a job title

ECP_TRAMNSFER
Eror_Message

FMS422 ECP_TEST_REWIEW
REWIE'w ECP S556204

Sample_ecp routing

/ Jaob Title: Sample_ecp_routing
— Specify & warkfalder far this job

ECP_S555_E6204
Contract CORL ERR MSG

Siulated ECP Processing

/ ‘whorkfalder: ISimulated_EEF'_F'mcessing

Befrezh |

Ok |

f ol LCancel | Help |

/

Step 2:

Click OK when finished.

Create (or choose, in some cases) a Job Title . . .
Choose a Workfolder, or create a new one by entering a new name.

and then,
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5.0 Workflow - Start a Job

Step 1:
To StartaJob . . .
you will need to have the new job opened in the Workflow window.

( Refer to previous Page )

Single-Click on Options in the menu bar and Choose Start Job.

-:-Workflow - [Job: Greg03_Test_Route]

File Edf—% Wwindow Help
[ I EI .;'."i': i E Open ﬂn_rkfu:uln:ler... Chrl4+%
(e Eesiaterat.. ||

Jaob Des Set Job Frivileges. ..
Walidate Flow Ctrl+F

Start Job
Ebapd et
Update Remaote

[Ereate Sl ek,
e = i o

Generate Report. ..

I .‘:R Tranzter Job Dwhership. ..

Comments. .. Ckrl+bd
O Problems...

Step 2:

After the job has been successfuly started,

you will receive two pop-up windows to verify this.
Just Single-Click “OK” to continue.

Finally,

Single-Click on FEile in the menu bar and choose Exit.

You will then be back at the “JCALS Session Manager screen.
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